Gulfjobseeker.com CV No: 393216
Mobile +971505905010  cvdatabase[@]gulfjobseeker.com
To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php 

OBJECTIVE
To obtain a position as an editor or technical writer.
EDUCATION
      Masters Degree – English & Linguistics





Spring 2010
      East Carolina University- Greenville, NC

      B.A. Degree– French Language and Literature 




December 2007

      North Carolina State University – Raleigh, NC, USA
      Second Language Learning Coursework





December 2007
      North Carolina State University – Raleigh, NC, USA

RELEVANT  COURSEWORK: Language Acquisition, French Phonetics, Advanced Written Communication, Composition & Reading, Composition & Rhetoric, Technical Writing, Copy Editing and Professional Communications
PERSONAL INFORMATION
    Citizenship:
American 

    Gender:
Female

    Marital Status:
Married
    Date of Birth:
20 April 1983
    Languages:
English (native speaker)
                                 

            French (working knowledge)
                                  
Arabic (currently studying)
PROFESSIONAL EXPERIENCE

      English Teacher







Aug 2008 – Present

      Al Wahda Private School – Sharjah, UAE
· Lead English teacher for boys in grades 5, 6 and 7
· Develop creative American curriculum-based agenda to meet and exceed EOG standards
· Encourage communication among students for whom English is a second language with focus on the four basic language skills: listening, speaking, reading and writing
· Use Smart Board, AV equipment and other technological resources as teaching aids
Technical Writer/Proposal Administrator




Jan 2008 – Aug 2008
      USfalcon, Inc. –  RTP, USA






                 

· Worked closely with both the Development & Support Departments, taking responsibility for writing and editing technical documentation
· Produced high-quality and complex documents and create proposal templates
· Worked in a deadline driven environment and created timelines, determined changes in project scope and schedule changes for Vice-President, Proposal & Marketing approval
· Examined figures, tables, and charts to ensure that nomenclature and numbering corresponded with text
· Proof-read document drafts for spelling, grammar, clarity, compliance, and effective presentation, per Proposal Writing Style Guide. Verified that all requirements were met
  Administrative Assistant cum Receptionist



          Nov 2007 – Feb 2008
     Inspire Pharmaceuticals – RTP, USA
· Provided support for Sr. Executive Assistant to the President & CEO of company

· Organizing/file maintenance, itinerary preparation, filing, request and record sponsorships/donations/invoice payments, mass mailings, composed and edited correspondences
· Part-time receptionist: Multi-line phone systems, managed inbound calls for 100+ employees, mail collection and distribution, meet and greet visitors     

       Administrative Assistant





               Apr 2006 – June 2006
       School of Creative Science – Sharjah, UAE


         

· Administrative assistant to the Principal of the school and support to HR department
· Served as information and communication liaison between administration and stakeholders

· Prepared agendas and correspondences, arranged meetings, scheduled appointments, screened inquiries, as well as received and recommended CV’s for department review
· Ensured that mock-SAT examinations were properly marked, norm referenced and entered into data collection that could be utilized by management and teaching staff
      English Reading Teacher/Coordinator



               Oct 2004 – June 2005
      School of Creative Science – Sharjah, UAE


British Curriculum


         

· Taught reading and writing skills to ESL students as Reading teacher and Coordinator
· Created and implemented ESL English reading scheme 

· Developed teaching materials 

· Established extended reading packets/bands for students to use at school and at home

· Taught mothers how to help their children become more successful learners
· Supervised two ESL teachers and 2 teacher assistants involved in the program
COMPUTER AND TECHNOLOGY SKILLS
	· Microsoft Suite
	· Microsoft Outlook

	· Windows XP

· Microsoft Groove
	· Adobe Acrobat

· Microsoft InfoPath

	· Most AV equipment found in elementary schools and universities
	· Smart Board
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